CEPI Helpful Hints-Updating MSDS Core Fields

Please follow the instructions below to modify Core Fields of a student in MSDS (Name, Date of Birth, Gender)
If it is necessary to update a student’s Core Fields between General Collections, you can use the Request for UIC or Student
Record Maintenance (SRM) Collections to make the changes using the steps below. If there is no immediate need, perform this in
the next General Collection using the same method. These changes should be made only after the district has become the PEPE of
the student. Any changes to Core Fields made prior to becoming the PEPE will not be reflected in the Student Details or Student
Search results.

Image 1: Navigate to the Data Staging Area

MSDS Home

Navigate to the Data Staging Area in MSDS:

1. Log into MSDS: https://sso.state.mi.us/

i
What's New

Spring and EOY Schemas Posted

2. On the left-hand menu, click “Student Data Submission.”

Spring and EQY 2016 General Collection schemas, sample
files and schema summaries are now available on the CEPI
MSDS Generzl Collection Web Pags.

Upload File
Uploaded File Status

3. Click “Data Staging Area.” (Image 1)

Thg(Student Data System
iz soositony that contains

4. On the Data Staging Area screen, enter your district code in
the “Submitting Entity” field.

5. Set the “Collection” field to the collection you wish to work
in. Image 2: Adding the student to the collection

Student Search

6. Leave the “Certification Status” menu as is.

e Your search yielded 1 result(s).

7. Clle “Fﬂter,” Filtered on UIC{4420857082)

4420857082 | Smith ‘Jﬂhnn',r | |Dl.*'lll1f2003 |r—1
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8. The collection will appear below the menu settings area. 'L_'
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Click on the name of the collection to enter the Staging Area
Detail screen. (e [

Add the student to the collection and modify: Image 3: Making the change(s)

1. Near the bottom of the screen, click the “Search/Add” button

* = Reqguired
located near the bottom half of the Staging Area Detail screen. |ssemisins sasiey:  Ferndaie public Scheols (s3020)
PEPE E.IJE;::::;:

2. Enter the UIC of the student into the “UIC” field. e = |
Middle Mame: | |
*First Name: |]c:'1nnie = |
3. Click “Filter.” =Date of Birth:
*Gender: [M - Male w |
Multiple Birth Order: [0 |

*=UIC: 4220857082

[ Submit ] [ Cancel | [ Selec Component ~ [ Add Component

4. When the student appears in the search results, click “Select
Student.” (Image 2)

5. Click “Submit/Go to Details.”
Image 4: Changes are visible in Staging Area Detail screen

6. Fill out any required component information (if applicable). S Mmmw
! ! ! ! Warnings A:M o
7. Make any changes to the Core Fields that apply. (Image 3) e - - . e[ an
01222 Error Frea with  |Match Found 12212015
| | | | Warnings 10:52:17 AM
8. Click “Submit. 01222 | | | | E.E;Dn:if.;?mm Match Found Efiéfigfm
0122z Error Frea with No |Match Found 1/3/2016 8:45:04
. . . . | | | | Warnings AM
9. Certify the collection (if applicable). o Fee i e Ford | 52008 555
| | | | Warnings AM
01222 Error Frea with No |Match Found 1/5/2016 9:12:27
10.Changes are now visible in the Staging Area Detail screen. | | — Hernings o — “‘j‘!
. . - - . 01222 Error Free witn No | Match Foun 1/5/2016 B:45:04
(Image 4) If collection is certified the changes will also be Wamings i
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